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The Community Resource 
for Career Education 



THE WASHINGTON STATE COMMUNITY RESOURCE, SYSTEM FOR CAREER EDUCATION is 
a compendivun of materials including ideas, guidelines and metl^ods that 
^can assist any school ox school district in plann^ing and managing a 
system *for involving adults* from the' local community in career educa- 
tion activities for students in grades kindergarten through twelve. 
It is', designed' to^be adaptable to existing programs. 

.The COMMUNITY RESOURCE COORDINATOR is the name given to the person (or 
persons) responsible for planning and coordinating this system. The 
coordinator should become familiar with the complete set* of materials 
designed to .assist in developing this system. The materials include: 

- THE COMMUNITY. RESOURCE COORDINATOR'S GUIDE ] \ 

A^liandbpok' including suggestions, guidelines and techniques 

foi use* by the individual 'responsible for coordinating a 

local community resource system from initial planning and ^ 

organization thi;ough imp^lementa^ipn and^^^v^luation. 



THE TEACHER'S GUIDE 



A handbook including information, idea^^-lan^ me'thods to - 
help^ the teacher ' effectively utilize coitoutiit^y ^^sou^rces . 
The focps is on relationships between, curriculum subject 
-areas and career development. Suggestions concerning 
activity ;preparation and responsibilities- are included. 



\ 



THE EVERGREEN PAGES ' 

A statewide directory of eommunity resources. Included ar^* . 
syggested formats for organizing a local directory and cen- 
tral file of community resources. , \ 



Do. adults in the community know what is expected of tl^em when^ 
wdrking 'wi^th ^teachers and students* on a career activity? 

How can local re^urce people be provided with orientation * 
and guidelines on how' to talk wj^th students about' their careers ^ 
-either in schools or at their workplaces?" - 

' How can teachers incorporate the use of .community resources into- 
^ their subject areas? s ' . . * 

'What kind of legal constraints exist in taking, student^finto worJ^ 
places in the community? » ' * ^ ' - 

What kinds of special activities can "teachers conduct with ' * . 
communj-ty resources?* * ^ 

The 'community resource SYSTEM FOR CAREER EDUCATION addresses these 
questions.' It offers a coordinated, systematic approach to identifying 
and recruiting community resources,* organizing this information into 
local directories, providing orientation ;^and information to local resource, 
people and pxovidiog teachers withWsy mechanisms for using 'these 
resources in their subject, ar^as, * \ . * 

This handbook offers- ^tep-by-step guidelines for developing a coordinated^ 
resource system. .The methods wd:.guxde.lirifes may be applied in both^ * 
large and small communities, in urban or r|ral >etitings^i They shoVild , 
be modified and- adapted to fit each school|s ^r ^ct\ool "district's n^eds, 
opportunities and constraints in implementing career' education-. Using 
these basic suggestions anc§ guidelines, there is much room for local ^ :. 
creatiyity ^ind initiative ii> making such, a^^ystem workable / 

one of the*mos€ significant results of this ikind of career "education - 
effqrt can be a^ closer relationship between la community, ^d^ its . 
'schools'. The role of Community Resource CodrdinatcJr is perhaps one , 
of the most , important cGWununity relations, positions in the school ,y since 
it is this individual who will be helping citizens the local community, 
be.come ^ impqrtantNpa^t of students' educational experiences, while 
assisting teachers in ^effectively using these\ resources in' the regular \ 
curriculum. ^ • - * \ * 

Coordinating the' system requires the ability to organize and to tfommunicate 
wdll with *te ache rs and^pepple in the community., The following are examples 
, of respojisibilities that may be delegated to the resource' coordinator. . 



i COMMUNITY -RESOURCE .COORDINATOR-- TYPICAL RESPONSIBILITIES 

. 1. . help develop board policy stktements Sn career education and 

^e use of commun^lty resources • • • ^ 

• 2. help- develop and work toward. achieving district career 

^.education goSiIS and objectives • , * ♦ • 

3- know district regulations and policies^ on insurance,, . ^ 

• ' transportation, budget allocations, etc. 

4 recruit local citizens as community resources an\l compile the 
results in ^ local directory of available resoux^ces for-use 
by teachers ' ^ . 

• 5. 'develop and' maintai/a. central file of volunteer resources ^ 

6. pro^^ide publ-ic relations liaison with- t^e coinmunity 

7. maititaia and evaluate the community resource system 

8. help teachers and resource people with specific problems . 
.a ^monitoruse of community resources to avoid overuse ' and , abuse 

^ * , ♦ • 

10. docum'e'kt resource uses for administrative and funding . 
accountability purposes. 



SOME TERMS USED IN THIS GUIDE 



ra-RFER EDUCATION curriculum focusing on career choices that 

CAREER EDUCATION ^ elementary . grades by helping ^ 

. • 'students become aware of what they can do with 

thei'r lives 'sohej^.ln the .middle and early 
secondary School years students begin to explore 
, - career possibilities/hy investigating occupational 

areas of interest. By the time students are. in. 
' " ■ high- school, they will have chosen to emphasiz e 

< • • orte or more possible careers they) could enter, 

immediately ox] after more, advanced preparatio _ 




CmMUNITY RESOURCE 
COORDINATOR 



( 



Community resource 
'person 



FIELD trip 



A person orr^persons designated by a school or 
district whose responsibility is to develop. ^ 
and maintain a comunity resource system th^t 
will help^eachers me,et their career education 
instructional objectives , primarily identifying 
resources teachers^ can- easily access.^ Duti^ 
may include recruitment and orientation of ^ 
resource persons, operation of -the resource 
' system, in-service training for teachers and 
a variety of related tasks. ^ 

Any adult who is willing to volunteer tiirjp to 
share experiences about a given career area 
witl] students. ' ^ ^ ' 

^ Usually a str^ent group tour of a workplace for 
the purposf.t>-i seeing people pei^Qri(i work roles; 
emphasiziii^^chool learniiig' ^as^ applied in working 
world .sitna^lons . 

Carefully defined aotivities agreed on by com- 
munity resource persons and school staff that 
.encourage students to practice a basic skill 
\ ' (lika geomepry) in a real world-of-work task * 
\ (like sheet metal layout or space vehicle S - 

trajectofp jin'a supervised workplace. , " / 

INSCiiOOL ACTIVITIES ^ Formal ahd informal pr:^entatibns by commuoity 

. resource persons in the school for the purpose 
of relating exEie^tise to cu^rticulum. j Materials, 
films'" mid equipment\from the wor*kplace are often 
^ valuable aids that can be brought to the. school 
bu the resource person. 

A career exploration activity which enables . 
a, student tg spend one or more entire work-- 
<^ays with an adult on the .job for the purpose 
of observing many aspects^ ph^t occupation 
du)ring a typical daily ''cycle. 



HANDS-ON-EXPERIENCE 



JOB SHADOWING 



vocational EDUCATION 



Di$tii:nct from career education in that ;it 
stresses skill preparation for specific 
jobs^ ^ot requiring 'a college degree, ^ 
whereas", career education encouraged stu- 



dents td consider a broader range pf'ocoupa- / 
tiojial a^as. 

WORKPLACE activities] Includes] ^eld trips^ job shadowing, hands- 

< ' on experience — any off ^campus learning activity 

where the m^jor purpose is to help students see 
careers in nation and talk th those with^eUcperi- 
' * ence and expertise in a given occupation. ^ III 

' ' ^ , every case, htudents are prepared with things 
to look for and questions to ask. ^ ^ 



ELEMENTS OF THE WASHINGTON STATE COMl^NITY 'RESOURCE SYSTEM 



The illustration shown below depicts the key 
participants and activities within the system 
and indicates by whom the individual materials 
are intended ' to be used. , • 



Local School/Community. 
TASK FORCE 



Information/Orientation/ 
Evaluation 



PACHERS K-12 

• Teacherls Guide 

• Selected Special 

Materials 

• Evergreen Pages 



SCHOOL OR. 
SCHOOL DISTRICT 



-OSpi Support jvlaterials 



COMMUNITY RESOURCE : 
COORDINATOR 

• CRC Guide' 

. • Special Materials 

• Evergreen Pages 



Recruitment/Orientation/ 
Evaluation 

GO'MMUNITY RESOURCES 

• pom m unity Resource 

Person's Guide 

• Selected Special 
Materials , 



PLANNING & PREPARATION 



CONDUCT ACTIVITY WITH 
COMMUNITY RESOURCE 

In School 

At Worlc Place 




The Role of Community Resources 
in Career Education . 



"As^ a result' of the process of education, all students^ 
' should be ^tepar^d for their next career sjbeps." 

. ' ' . ^r -Goals 'for Washington Common] SchoolSy ^ . ; 

.\^^ \^ ' "^^as^ington State' Bo^rd of Educaiion, 1972. 



GOALS OF CAREE'R EDUCAtlON IW WASHINGTON STATE 



Career education is a direct- response to students, parents, educators and 
the coimnunity-at-large who are concerned about the needs ,of people in 
' today's' complex work-oriented socierty- Through" 'direct experiences with 
adults and careers, ^eweer education helps ea,ch student understand the • 

* values and expectatiqps they will face in 'the adult world. Recognizing 
that a person's, satis faction in a career relates dii^ectly. to perfoianance 
as a member of the community and as* an indiyiduar, career education in 

. Washington schools seeks <o provide each student with the attitudes, 
skif Is, ^knowledge .and self-awarenefss necessary to maJ^e successful career 
decisions. - . y . * ^ • . i*^ 

Career [education relies heavily on the human and physical resources of the 
cQ pgunity to provide the real world experiences many ^udents want and 
need. 'Rather than adding something more to the curriciauun^ career eduaation 
offers a context of reality and usefulness within which course content can 
be presented. ' V * 

^ Career education is an instructional strategy that blends traditional ^ 
schoolwork 'With -^tivi ties from the world of work. It begins with awareness 
of self and careers in the elementary years, continues with career 
explorations^ in the middle years and extends through the decision-making 

• and skill -developing stage in the high school years when one or more career 
specialties m^iy be. emphasized, (Key elements and 'outcomes often depicted 
in career education plans aVe illustrated on the next page.) 



Career education is^ .distinct frpm vocational education rff^that it encourv^gos 
students tb consider a wide range of occupational areas. Vocational 

■ education^ on the t)ther hand, focuses the student on a specialty usually 

' not requiring a four-y^^ar college de^ee. 



ERIC ■ . 



11 



7 . 



^ WHAT' CAREER' EDUCATION O^ERS STUDCNTS 



These .Career Education 
Elements 



Lead Tq 



/These Career Education 
Outcomes 



X. CAREER AWARENESS—knOwledge of 
the total spectrum of careers 



SELF-AWAl^NESS-"knowledge of 
"•personal aptitudes, interests^ 
and ethical system^ 



2. 



CaIreER IDENTlTY"-pQ^sonal i^enti- 
fi'c^ion with the world of work; 
opci^s* remain open for the 
individual to irove ambijg 
dccupitions 

V* » 

SELF- IDENTITY— self-understanding ; 
consisi^^nt value system; ability 
to make decisions basQd on 
iTidividual values 



3. APPRECIATIONS, AfTITUDES--! i fe 
roles; l^eelmgs toward self and 
others* m respect to society 

4. DECISION-MAKING SKILI^ — 
applying Informcition to rational 
procfSi*es to roarh decisions 



5. , ECONOMIC AWARENESSr-perception 
of processes in production, 
distribution and consumption 



e. SKILL AWARI-:NESS mo li^^GlNNlNG 
* COMl'ETENCn— f^oniliarity witJi 
employer cxi:'ectations 



7 EMPLOYABILITY SK^LtS—sk ills 

in job-seeking, 3ob-holding. ■ 30b- 
/ advancem<*nt 



8. EDUCATIcSJiAL' AWARENESS— 

perception of relationships 
between education and life 
roles 



3. 



4. 



6. 



7. 



SELF/SOCIAL J'U^FILLMENT— active 
work. role; satisfying work role; 
responsibility as citizen 

CAREER DECISIONS— career decisions; 
individual has a pl-an foJt career 
direction; bases decisions on , 
information as distipct from 
fantasy * 

ECONOMIC IJNDEfeTANDiNG— solve 
personal and social, ^•robleins of 
an economic environnven.t; relate^ 
values to compensation, security, 
.growth and related economic , 
measures 

EMPLOYMENT SKILLS— varies from 
unsophistic^ited to yery 
sophisticated skills depending-, 
upon learner " * 

CAREER >iPLACEMENT— eventual 
employment in Jine with career ^ 
developmeot plan; affective 
behavior such as attitudes, coping, 
sel^-discipline, int^egrity ar^ 
. parallel attributes to the«r ^ 
specific skiU' or-skills . - 

&DUCATIONAI: IDENTITY— ability * 
to select educational, avenue's 
to deveior? career plans: 
decision-making as to post- 

. secondary options, Jncluding. 
immediate work, or further 
education, or bptti ^ Awareness • , 

. options for continip-ng / 
education through /dulthood 
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,yhe Washington State .Community Resource System is designed to help n\eet 
Washington Stat^.'s goals, and objectives for career .educlt ion . One goal 
"in particular relates to community resources (Item 4.2 of th"5 State of: 
Washington Implementation Plan for Career Education):- 
*• . , , ' ' *■ • ^ 

^■r'^, **'Resouices of the community, both human and material, 

will' be used to expand the district' s \capacSty for . ' . 

] \ * ' delivering career education to students 

This goal y^as clarified by, the Office of St^te Superintendent , of Public 
Instruction; in the 1975 Washington Implementation Plan vf or Career Education 
Dr^ -Frank Brouillet, Superintendent of Public Instruction, and the 
State Career Education Advisory Committee issxaed the following statements^ 
supporting the use of community resources and community involvement in 
,impj.ementing career education in Washington schools: ; ^ , ^ ^ 

The^ Superintendent of Public Instruction (SPI) encourages the ^ 
development and upgrading of career education programs at' the 
lo&al school district level by providing service^ and-a&sistance 
that will: 

I. ' Pi:dm&te program planning ^and support, including 

1. the establi^Mment of local district boar'd^.commitment - 
to career e^txcation 

2, the development of ^ound careejf education management 
systems 

\y: 

^ 3.1 _^ staff development of teacher^, administrators, guidance 
^ ' w0rkejps and othen special: Support pe'rsonnel / ^ . 

4. community support fot career edacatioh ptograms ^ 

5, the ^support of business., industry and labor for 
'* -career education programs*-- * , 

« II, iiromote the development -and utilizatibn of alternate career 

educBt ion ^delivery sysrtems within tlie fi>j'idwlng classifications 

l\ classroom iri^'ir'uQtional service • ; • . * 

' , 2.^ classroom instructional resources ■ : \ . ^ 

' . J. occupational information guidance services 

4* self -assessment guidance serviced : ^ ' y 

5 ^ comtiuni ty resour<^s . ' , _ ' ^ ■ . . « . ' 



^ * >. ^» « 



III. Promote -the developt^nt and utilization of systems, for 
. evaluating career education programs, including: 

: ^vmasurement^gf program impact on student growth 

' . "2. review of procedural methods. ■ • ^- 

^ BRINGING STUDENTS AND THE COMMUNITY TOGETHER' , 



■ What is a Community Resource? . ' ' . 

" - ^con^unity^resourcelfor car-eer education ca. ^^l^^^^^^tlrllZoe. 
' .^imnunity willing to volunteer a small uUTt^^^ 
' r.Prc;on and the .i^^fpr ials and equipment that person uses to ao 

Ms^ h^rS^ ^^un ity: people, wor^cBS, materials and equipment 

help student' become aware of "many different 

nexp ouu ^ v.nw*fhinas learned i-n school are applied m tnp 

'-•fC^^m "Cdniftfenity Resources in Career Education J\cti«ities 



schLlf^d tall, to «^a.rits *^ut "?f 

- TtSfts my visit wcrkplaoei in their comunity to;la.m directly 

■ people engaged in various occupations. . g _ - ^ ^ 

-j^scho^Wvities. Ha* -people in =<-;™"ttrcipat: I^i'Mscussio'n 

■ voiunteer.&n.e tin. to ^^-^/'y^^^jf riv^lTeseni*!™ to one' . 

'ot-SlftrL b:"nvo"ed in p^Sl'Lc'ussionS: .emnars ind career 

- ; .th-.-particular skills they^use -^^J"/^*:^^.^^:^- their educati<* 

'"^'SLlrS ho'S^y intr^Se/job they presently baVi.- The 
and trainxng ^na now^uiicy ^^^^ ~ . I - j *.^ u^ir^ +-Vio<;p resource 
.>„-.nt^v. Resource Person-'s Guide "if,^J"^,^^'°,^iJ,f ""^fchers should 

■ ■•■Yoiir Student Audie.nfce and Wlvat to *ell Them. ; ^ 



< 



■^^^J^^ik^ The-^e' are^o ^^^al typj.f act^^^^ ■ 
Itudents visiting a conununxty resoUce |i|if^|g^^^^^^ activities , 
a.«orkpIa€6f (in -""^.^^^^rvl^wrwi th^d observation s qf 



vjrprkplace. experience , 



1 A 



• Field trips or student tours are/ planned visits to any vsite 

in the community where people are gainfully employed or 
- engaged in meaningful work. The^specific educational purpose 
' is to let students see first-fiand what peopj^»do for a living ^ » - 
:\ ' 'andthow they do it;. rTfiW-s'ecret^f successful- field"- trips . ^ 

and tours is in careful advance planning between teachera ^ 
' . and cbmunity resource people scr both know eacK^other • s . - " , 

expectations and desired outcomes for the students. < ^ ^ 

Career explorations are for indiyidual studeats or small ^ 
. groups,- generally at the middle;;J>r< high scho^ levels. , 1 \ . 
"" '^ The purpoie is to help students prep.are for their next 

career steps—career decisions .and skill development. Students 
\ might' spend ^e^ or more days touting the workplace, taking 7 "^-^ 

photograph$ in terviewing employees — in general, 'documenting 
'Ipecific'ojccupations and the people, .equipment, resources^''' 
.^-'*and produc£s.jthat are par^t of tljgse occupati^s. . ' ---^ i 

/A ''job shadowing" situation is one in which .ah individual . ^ 

student might be with a community resource person^ for one , . ■ , 
or more full working days. Job-'^hadowipg activities .should, 
be carefully planned an^ advance \^ith employers and, when i 
appropriate, union representatives at, a^ site to eliminate 
any possible"^ questions or-concarns before a 'student begins 
the activity. * — ^ ' ' ^ 

* - ' ' 

"Hands-on" experience gives students specific tasks to^* 

perform at t^e workplace as part o t a career^exploraVion^ ' .^--^ 
Th^emphl^ is "^"ducational , 'mpever; studS|Es do net assme ^ ^ 
an .employee role. The purpos^.?of the experience ^iSi to give 
^ students a practical basis for saking* actual: career decisions. ^ . '< 
* / / "Hands-on" activities at the vjo^rkplace ard also used to ^ ^ ^ ^ 

demonstrate how academic skills are applied in daily- work < 

tasks. ^ • * , "A 

' - ^ - ' . . ■ \ * ^ > , • . 

Various other schooj-^sponsored programs, inoiudihg work-study and cooperative^^-, 
education, provide ^"h-ands-on" workplace ejxperiences^^ . For thes.e educational^^ 
experiences, students may receive schbol credit, pay or a combinatioi^^ of p^ 
and credit. ^Specific learning activities must be agreed -on and all legal and ^ 
educational- requirements- met bfe-fore "a-^udent arrives at a .si^te for ' these , — - - 
kinds "of experiences. , ' /' 

Leqal Considerations for Workplace Activities 

LegaV implications for "hands-on" activmes require special ^consideration. / , 
Activities that give students /'hands-Onj ,dxperience--^partiqul^rly in ' 
potentially hazar4ous situations—must meet specific child labor provisions 
of the Fail' Labor Standards Act^. . You should be familiar with those 
provisions (se^ next page).. ; * ^ " . ^ ' 



; lil "hands-o'r/-; activities it V,orKplaces. need to be cleared ^ your 

distriSJ ^^oVa1:io^ai education director. or other designated person If 
-'■you iaS ai?^«estions about particular workplace '^2"^^^^,?^. 
•v.n. l2aJ^^?t.of Labor, the Washington State Department .of Ljor,and|^ 
.S^;LMeslf ;- Vihen appropriate, labor^^unioh locals .n your area for 
■ . -SaSScatiok Conununity resource people will b.e counting on VO"' .^^^ ^he 
• foZll .liatact, to know what student workplace act.v.t.es. are possible. 

■■■../■".•'■> - • ■ ' 

> • — : ^- ■ . ■ — ^ 

r^'.-;\..- legal limits fnr ti.a kinds of "hanr^s-on" workplace tasks. . 



/ ■ !a^3tu(ient can do? 

.Students may be involved in- .occupations defined -as hazardous if the 
■ "fqllowing- conditions are properly met:* ■ , , 

■ 5' . 1.' terms' of the Involvement are spelled out in ^ written . 

• < agte^ment, signedi^.the etS^oyer andU^choOl coordinatb.r, 

02:' principal 

2 "the involvement is , incidental to the student-learner's •■ 
J training 

3 / the involvement is intermittent^ lEor short periods of _time 

- Zl mder the direct and Close Supervision of a qualified,, 
. i . expei;ieTiced persori^^ - . 

safety instructions are giv^n by the-'school and^corrkated 
by the employer with on-the-job training 



^^^^ 



4, 

5.: 



4 schedule has bS prepare^} of orgarifzed and progressive 
work processes' 'tc^'^e perfc^ifled ^on theT.Dob - • 



■%5..4.ardoJs occupations," .xe.pt^^^^^^^^ 

...Hor Pr-bvisions of the Fair Labor ^^^^^^ ^f/^,. . aoyerrm>ant 

■ (revised). 1971. Supermtenden t of Do.cuments , u.i>. o y 

■■-prrntfhg Office, Washington, D.C. 20402; (20^).. 



assumes liaKil itv for students at the workpUceT ' ' 

school districts Already involving students in , 
Seriences in the. community, may" find that their f^^.^^^^^^^f fj"'^^ 
.' iSiuS policies protect both participating -■"Pl^^^^^^^'^.J^^^i^ts 
^d nts'efgaged in learning activities ^ — i^^; J^ig'^^'' 

i*iQn;:.llv liable for studfent Actions ^nd- behav^ior at. coiranunit-y 
Ses! bu^yoilh^uld verify yo^ district's own pro^sions for 
employer, and student protection. . \ 



r.^' ■ 1 ^n^nw nrotection for students" may be provided either by 
P^sonal injury procectioii i-u . 4.- ^trovaap as. verified by 

s rsr r-sLrs ........ 

in- school-related work situations-. ■ • 



.• '% \. _ •.. SPECIAL COjl^.pERATIONS • ' ■ ' • ■. ' 

jgxperieace in^^tareer-educ^t^ioft has.shpvm that the^re are- three major areas 
^oi. cbnmiunity;S^chool interaction needing constaiit. attention: 

' > "promojting awareness and- \lnder^tanding of the nee^ for carei^r T 
/ education t among 'citizen? in the community 

' " ' # providing volunteer community resource pepple vrith an easy process ^ / 
,C or system to help them 'stiructure their involvement ^ • 

■ / ; '1^-?r> . ■ I . . . 0 ' ^ ^ 

0 understanding legal constraints ^hat some Community resource people 
• face "(e.gJ., labor practices , and work laws) in providing career 
' e-xpex^ifences for students,^ r* ' 

, Te^ach^ers^ ^canvb^lR avoid: problems in tKese areas by considering the ideas^ 
in this, set of materials., ^ ■ - , 



Promoting Coinmunity Awarene'ss and Understanding of Career Education 
* ^' ' ^ * ' ' 

^Raising*^ community, awareness is a natural result of the community survey and 
publicity techniques suggested in this handbook • The formation of a -task- 
force compris^ed of both school and community members to help develop and' 
maintain Jth^rogram will ensure that your planning' reflects the ne^ds and. 
ihteresfis of^all participants in the system. The~ task force, for instance, 
^y^^hare/fe^nfibility. with^the^sy^tem..c0OJidi^ator-for ^plannin^g oriet^-at-i^n 
Sessions forlprospectiye comm^ity resource people.^ These Sessions can 
^jarovide detaUe^ infdrmaia-onj:as jwelL as spark enthusiasm ^for care^er^education 
In your community. . ^ . - > :; * 

Providing Community Resource People With an Easy Process 

. ,r ^- : .- ' - . . 

community resource people need to- understand what their role should 
be~what kinds of interaction with students are desired and expected. . ^ 
"ihey need tS "be protected from unreasonable demands made through over- 
sight or lack of cobrdinatia|Ti'.- . ■» " ^ 

They need support and encouragement 'in what,-^£cfa: many of them, is a 
■new expedience!' The Community Resource Person's Guide provides both 
a -general introduction to career education and >^ guide, €o working with 
students both in'classrodm visits and at workplaces. Th^re a?e de- _ 
^tailed suggestions -for hov^. to talk about careers wfth studerits of ai-1 
ages, '.This guide .-ils also must reading for teachers.. . : 



Pronging Teacher Sensitivity to Community ConsHrannts A^!:^ * . . - . 

Reio^rc^ people occasion ally ,ppe rate under constraints "^^'^^^^^^f/^J^^ 

representatives, auu ^ v-oconrrp oeoDle operate under time 

• stucfenV experiences at unien shops. > All resource peopxe ope ... ^ 
•Lst.raints which the, teacl^er and students need to respedt. 

^The L.;.,M.v Resource: I^rson's Guide and th4 Teacher- s G^^^^ ^^ ' 
th^lsystem coordinator with nvany ^suggestions on hqw to deal sensitively 
wittt' the oominunity. . . » . . , 



ROLES ANO RESPONSIBILIPIES OF EDUCATORS- 



inilating ^-s^t^ra^for cS^^ty resource &e Squires a .partnership app^ac 

-functions these i^idividuals and groups, may perform. 
The'llo'le-of the School Board ,and School-'Admini strati on 

•in,r.^r*--;nt in-bii-lding a coordin/ted effort to use community 
'.a^rSs! :'h rt^e^f^S^fu^r^-f ,^hy^c^ .at), school, 

anf dis" ct administration.. School boards ^-S-^^^^J-^^^^.^i^Li I 
tn&ivement In every dimension of education. They establish j.olipies I 
a^gSra slstince'.that is responsiv, "t-o both school and c— 
iSe'rests. Equally important is ^he! con^itment °f ^^^^^^f J^^^f ^^^j 
^*.^A offnrt- Kev decislons must be made tnis J.evex i 
-SirtaS^rcroox JSrd'poficifs and provide .^^^ frWe.orK for using |. 
community resourcU-iji the school curriculum^ ' " ,' 



1. 



•3. 



TYPICAL SCHOOL BOARD RESPONSjt^LITIES 

'Establish policy'guidelines for both career eduqatipn .and use 
of community resources , . ' \ ^ ' ^ 

prioritize f unds^ to assist teacher ^^of community resources 
and career educati(|)n programs , ^ 

Encourage- commun'ity^artic>al^:0^d'support^through public 
meetings, formatiort^af a school/comm 
task fo.rce, statements in the local 



ty' career education 
a and personal'tcootacts 



TYPICAL SCHOOL ADMINISTRATION RESPONSIBILITIES 



l\ Define and clarify policies relating to community resource 
' utilization ' ^ ' ^ r 

t 

2. Help with community relations and recruitment of resources 

3. Provide for ^ Community ReBource Coordinator* or similar 
position ^ " . . ' ' 

4. Encourage use of community' resources by teachers to fulfill 
' district career education goals 

5., Maintain liaison with locai-^^nd 'State agencies that might 
assist the school with funding-^^Xipport, in f oration sharir 
or resource^ of Jiheir own ^ ^ ' 

6. Insure, as necessa^ry, that local practices are in compU^ga 
with state education guidelines on career education artd'' - \ 
^ 1 community involvement' 



f = The Role-'oT the School /Community Resource Task Force 

V : * \ " ' 

^ Perhaps,^<>ne^.O'f the most productive ways to establish and maintain a good 
' relatib&hi^ljetween school p^^sonnel,^and the^ co)nmmity is^.throi^gh the 
wciric of'a'Scho'ol/co^rumunity.taflc force: 'Kiis tas^ ^.^^rce ^hould inclufie , 
teachers, counselors and career education coordin^ors -as well ^s 
community resource' people representing as many of the various career 
areas afe possible a^nd with representation from'^busi^iess and labor. ^ ' 
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POSSIBLE ROLES FOR THE TASK FORCE 



Assist in developing and implementing a community resource 
system ' ^ 

Help identify and gain the participation. of dommunity resources 
in each occupational cluster ^ 

Participate in. curriculum development for career education 

programs * • ' ^ , 

- f' ^ ^ ' ^ ' ' ."^ 

Hc^t (and/or help planT orient&tioxL and training workshops for 
■ cfc^|nywi.t^X..S?so^ who wish, to become involved in career 
^^'i^uq?at^o^'•*progfr%lms . ] ^ 

Asiist in gaining school board and -parental commitment' to 
career* education programs 
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The'Role o-f.the Teacher . ■ . ■ ' ^ 

T^:^ S irrpaSprftii^^cSals La-oiae. stuaant, „o..in, as c*s.c» 
^ssigtants. , 



TYPICAL TEACHER RESPONSIBILITIE§^" 

1 understand and implement distr'ict policies and career education , 
goals concerning, the use pf community re'. JApe^ ... 

2 'inspect course outlines .and currlGulm> objectives for,. Ways to • 
incorporate community resources and add the dimension of ^ 
career development to specific "learning plans . . . , 

3. * Know procedures in yQur 'school, and district for identifying 

and us4>ng communiti^ resdiarces . ^ ■ 

4. Prepare students aheacj of time and arrange for.related follow- 
through ^activities- ' - ' - 

'\ awar4^bf alffrnkiive resdtrc-ls^ybu might 

youAad planned:.oniusing are unavailable 

,.6-: Be alerVto imp<^^tant general, concer^^s such ^^/^^^f^f.^i ..^.e 
union constraint? in community resource use and eliminating ra 
a-nd sex role stereotyping in career guidance , 

^1 Brainstorm ideas, with other^ teachers about Possible ways to 
streamline th^' uses of resources , and comMne efforts to 
. achieve interdisciplinary learning activities 

■ 8. ^ Participate .in^communjty resource training, sessions .offered 

by your ciistrict ^ » , / ' 



.'The Role of - Students ' ' 



u ■ • ^ 



/V 



vWhile older .students can have significantly more input during the development 
'of cbnununity resource activities than younger student:^ all si^ents 'can 
-play an impo.rtant part in ongoing ^valuation *and resource recruitment. 
Teacher? should encourage s^tudents to ask. for resources they are especially 
interested in using, make certain they, know 'that the program is baseAk)n 
their participation and relies on their evaluatiqn 'and input to Ije useful, 
and provide opportunities for students with initiative^ ancj responsibility to 
"help" with other aspects of the^pirogram, such as bein^ a studenb helper 
during the. initial survey process or helping to Iplank a special career- 
related fxanction. All studente should *be encouraged to be as involved «as pos- 
sible, sinee their support of * the progi^aim will , be strongest if they feel it is 
indeed partly their program. . ^ ^ . * 



TYPICAL STUDENT RESPONSIBILITIES ^ " ' , ' 

^ ' . \ ' , 

1*. Suggest resources they are inter;ested in using, either general — 
like aerospace--or speci^fic— 'such as a flight controller 

2 . Participate in individual ^s^^/Ar gjpup preparation for e^ch activity 

• ' A/ M - ■ . ^ 

3. Fill out evaluation forms after i&ach resource jise to help instructors 
make €he -most effective use^^of^esources 

■ - ■ ■ - v. - ' 

4. participate 'in planning and implementing follow-throug'h activ^-ties" 
'5*'^^3?hink critically about their own interests,, n^eds , and goals as 



,^,^Jj^'r^^. relate to developmental decisions 



. . " SPECIAL STUDENT RESPONSIBILITIES ■ * 

.1. Help build- master list of potential resources during .the 
prelimina^ planning phase . - 

2?.* Velp with, survey implementation b^-^making follow-up phone calls 

to resources, tabulatiag data 6r participatin|^n other supervised ^ 
. school-based functions , " * "^'^ ^ ^ */ ^ 



3^.,, -Help plan- special ^activities ^ 



BUirplHaj\ LOd^L COMMUNITY RESOURCE SYSTEM* 



-This illustration outlines tjve^main Steps to be taken^in building a 
•f. local .community resource system. These steps are discussed in. 
■ ' .detailvirt the following pages-. ' • 



IDENTIFY POTENTIAL 
COMMUNITY RESOURCES 

• Evergreen Pages ^ . 
•Lo'cal Task Force ' , 

• Parents ^v^, 

• Other Sources , 



4m 



2. 




a 



RECRUIT VOLUNT^EER 
. RESOURCES FROM. THE 
• LOCAL COMMUNITY ^ 
•Recruitment Surveys 
•Direct Contact 




BVJID & MAtigTAlN'AN '^'^ 
INFORMATION SYSTEM 

•;;ocaI Directory " 
- (Evergreen Pages) 
•Central Fi|e & Record 



4. 



5. 



PROVIDE ORIENTATION 
XORUOMMUNITY- 
--RESOURCE PEOPLE 

Community Resource 
4, persons Guide 
•Workshops , 





f CAREER EDUGATldN 
1 ACTIVITIES FOR 
STUDENTS K-12 




EVALUAljE 'THE' .SYSTEM: 



■V • T.eacher 
• Student 



' "f 'l •Community Resource 



, PROVIDE TRAINING 
FOR TEACHERS' ;■ 

;., •Subject .WJjrkshe.ets. . 
""•InTServici Workshops'.] 



PKOVJDE F0R:,TEACI|ERS \ ^.Z^IDEVELOP 



EQUE^T FOR.U^ 
SOURCES 

c\«SoiiW;dule Community'. 
Rfggources 



J.'BOLLOW-THROUGH 
COMMUNICATIONS 

• Cornmu"hitiy'-' . 



J 



Coordinatdrs' Guidelines : How to Develop 

and Maintain a Local Q 
Resource System 




' * hs coordinator for the community resource system you will be overseeing 
the' following essential .tasks. It may be .necessa2;y to modify these sug- 
gested steps to- fit your own situation. Each itfeiri; corresponds- to a step 

K ,in the"diag:T:am{ Wh^ch appears on the preceding^ page; 



i4 



[T| IDENTIFY .POTENTIAL" COMMUNITY RESOURCES 



V 

Your first task should 4)e to find and recruit enough^ community resources m 
each career area to -meet the needs^ of all teachers who would lik4 to use 
these resources/ You^ need an organized effort in^beginni^g yV^^ search 
for potential resources. Before ^recruiting volunteers j-t is easier to 
first identify and place on file a Irst of t)iose people who you ^will be 
.contacting during the recruitfuent '^phase of youl program .^Develop -a master 
list of names., and addresses: of work places, organizations, agencies and 
individuals to contact about participating in your program. 

You may wish to use some^ formal system for "organizing" the world of work • 
sueh as the U.S. Offit:e Of Education, "career cluster ^System used in the^ 
Washington Evergreea Pages. There a^l m^ny sources ^ou can j^se to put* 
this' list together. vBelow are some rfeptesentative suggestions. 

a. - Befoi^e you begin # find out ^out other- resources identification efforts 
that ma^^ be underway in your area. Vocational edycati'op,^ and work- 
experience %>rograms may already have done some research' fpir^^ou. , - 
Some "action-^ learning";programs at the secqndary school level are' 
encouraging , students,, to ^'volunteer'^ their time and energy for credit, 
; and organizations such as Junior Achiev^ent, Seout-s, Exploring an?! 
• 'emphasize oommunity- related activities, Beingf ^ware of the 
^ numbeiTand'kindsirf^ contacts to "which bu^nesses and organizations . 
^liave already been subjected will /ield much inform^ation with mini,m^l 
effor-t and will help you avoid negative reactions from already strained 



resources « 




B^gin> with the Evergreen Pages * " See if there is a local office or 
b>isines^ for those places^ listed in the^^Evergreen Pages. Xf not, 
^ contact the-off ice. or business listed in the .Eirergreen Page'^ by 
phone'or letter and ^sk if there ;ia a ^ representative {oi?^member; in 
the case,, of an association) in your area. 



23 
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U se/xhe 
ii:esses_ 
i:6ial5 



Yellow Pages o/the telephone directory ^t^^^fin^ names and 
.workers. For ex^TjDle: 



lerce 



Chamber, o/ Commerc, 
B7?)pioyroent^ security Department 
'National niliAnce of Businessmen 
■League ofWoi^n Voters 



[Washington Oa^pation information 
.■^ system (WOIS)/^ Olympia 
s\iall Business Administration 
^School and public libraries 



a V .11' I f-ri- ^^tired persons. They represent a wealth • 

ore^erienc;e! Use ^ iS^i^i^^^^^^^ - • 

•unemployed. "^"^ ^ ^ ' • ■ 

. wi^ vou^ local- si oo j/c^unitv ■igl^-^!?'^!!:^^^?^^?^" 

in implementing your strategy. . '^.^J^„^in« ^Jrveys and 

■ iSn^raf P^ertr^rtfrrr. :r^rr=tl. ei^ity 

_^ resources' - , - ^ . • ' 

Sara°"foTpriile"Srcert;r.ay *^t or want t.e , 

^ tf program to explore . ' ^ . ^ 



RECRUIT VOLUNTEER RESOURCES FROM THE LOCAL COMMUNITY 



.-mailed recruitment survey or personal con"ct are two major ways to s.ek 
your program. ' » 

^'■tST^argeTjifeer if prospective' resources. .■^- ^'^'^Z ITl 
■ Ttsilt =anJ.e'accompaniea by (or can be designed - t^|J°-/^«^^ 
. recruitment brochure. A sample survey P"^^/"" 'i„strument 

■Sue ~rn^''.n ordL blan.^- P-i-* for^^at^Purpose 
. ,.,Sr4f-e S^urS^^enTn-t^fy^-t;^^^^^ ret^LW-fe 



r 
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(either "plape/st^p hei:e*'[^Dr husiness'Veply account number), using 
• yaCr schooK^L^trict * s letterhV^d for Cover ^ietter^ and generally 
tliloring thes^' items to ypur, program's needs and tequiremenjis. 'The , 
materials shoulcj be evaluajbed for their applicability .to your program, 
th6 number of resources you^ af e contac€in^ ''and specific information* " 
you want i^i response- The sample survey provided has , not been designed 
to quantitative statistics^. The information i^ seeks- is 
intended f6r use ih.your Tocal resource file . A? completed suirveyfe 
y are returned, enter- Jin formation in the-* local ' resource -system. 

If you have' the Ji:nancial^|>r personnel means available^ try to make 
personal contact either ^by phone or in person wifch your resources 
in connection with your survey effort,^ either as an initial step, / 
\to introduce your written survey or as your means of actually gathering 
resource information ..^^-^Personal contact gives you the x>pportunity 
to' tailor your requests to the individual. Responsible ^ / 

students carx help extend" limited Resources through a te;Lephone • . 
campaign , .but they^^will ne^d fe^iaining^in hqw to-condu<3^ the/phonet? 
palls .and answer questions' d:bout the. progi^am. 

-^b. An informal community survey technique (i.e., a questionnaire in the - 
weekly news/shopping guide or a JLetter home to parents) will also . ' 
provide access to self-employed people.^ _ /, * . 

c. Dirfect contact; talAs and, presentations . In addition to your survey 
efforts, talks and presentatidhs to community resou^rce peoplq will- ^ 
help to recruit willing, participants. Direct contacts through your- ' 
_,task force members attending luncheons, conventions^ and/or^.regular 
d^ayc^to-day^^feusine^ rneetitigs:^o' present youx p$rogram"^%id ^is^ib'Ste 
youT survey instriament' ca|L be. especially productive m^ans of obtaining ^ 
community participants. |^ ^ ^ ' ^ . 

Plan the follow- thro ugh for your 'survey as you prepare to conduct it;. 

Once the survey has Been distributed you wiLl-want toj- - 

« • follow up on non respondents 

• analyze and "code reg|>onses , 

,seni, notes qX. .app^^eciation to all respondents - - - 

' 

People o*f ten forget^^to rokxvci mailed surveys. Allow roughly two weeks> 
after your original, contact or mailing to follow up on nonrespondents and , 
uirge them to complete their purveys. Be prepared to send out replacement 
survey brochures for those who have > misplaced the originals. , " . 

As responses come in, analyze and cdde each pne.^ Those^ indicating * ..^ ' . 

wiliingnesTto be involved should be placed in the Central Resource File; 
.those not* able to participale should be filed in a special listing to be 
C9.nta^cted at*^|L late r' date • ^ ' / ^ . . > ' . ^ > 
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pe sure- to send a note' 6f .appreciation -feQ. all respondents / discussing future 
con,tact'"wj.th. those wishing to participate. • 

Foliowiiirough'.may takte'marif forms, but'whether you choose* t6 use diVect 
contaclS-HLetters or>stcards, you will n^ed to consider, txn^ng, th^ 
nuinber'l)f""help^s you .fiave (don't forget to •include -students) ariB 
•i^ow td xe>ond specifigally t6. differ enf. types of resources. Various 
'satnpl.e - letters and postcards appearing in the Special Mat^als . 
Sctiori-K this handbdok demonstrate 'some of ;the <differene -Approaches ; 
which can% taken with positive and negative responses .and 
*ionrespondei 



■ % 



[T| ' bUILD AND MAINTAIN AN'' INFORMATION SYSTEM 



Once vou'have collected initial iAfo 
neeel 1 6" establish; an organized intor 



/tion and r^cruifeed voimieerBjyon 
til^^ syStenr ko that teachers can ' 
iiqin'to use the available commui^v resource persons. The'^ are two^ 
basic components to the local information system presented here : the 
Central Community Reso.urce File and the Local Evergreen images (your local 
community resource directoryl- • ^ 



a* 



The Community Resource' Central File^a nd Record 

Developing a central resource file which aqts as ^ .clearinghouse for 




o£^a community -resource . 



* The location and ".responsibility for maintaining and coordinating the 
resource file may ^ vary depending upon the size of the ^chool district 
or the 'service area using the, system and the ,number of schools and 
teachers who wil.I be usipg the w?tem. \ The, file may be xn the library 
of each building, a career education center, the district o^-ce or 
6ne l^uilding serving a group of buildings. , In dei;ennrning, -location^ 
and respan-sibility, you .will need to det^ermine the parameters of the 
service or -use area.. 



' Sa format tor.ais part of the system-hWs bea3,}jeiigned to acco»i>Ush 
two ob-j6ctives~« . . ' " ' -'. 

• first, to serve as the centrkr file and record^of information . 
•on commdnity- resources .vbich'may be used -by. many schools in ^ 
district; and ■ ' ^ ; 

\ second, to-* serve as a "log" or record for moni^o^ing- upe an£ ^ ' 
evlluaangeffectiveness-^of community -resources -in j/oordi^^^^ . 

, n^ner for all teachers. * 
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'Information for th^ central file should ' come from the survey. ^ . ^ 

It is suggested that the information in the community resource fxle 
be'maintained iit three-ring notebooks (or file folders in a large 
system)*' tb allow for easy reproduction, accessibility and updating. 



J>A alternative would be an> -index card- file systems EacH^coiririmiity 

* ,±es6iirce identified shou3,d have an. individual page or file cafd^^ 

Sairole for^ and canera-ready masters are included in the Special . ^ 

Materials section of thLs handbook . ^ 

— - * ^ ^ 

b.. gie Ipcal Evergreen S^ges (Local Resource Directory) 

Ihe lo^-^T calamity, resource' directory is different froa the -state-"" 
. wide Evergreen Pages in that it should list only local txmunity 

rssoorces which have indicated they will participate in career 
^ educaticn activiti^es' in your saiools. Your J:eachers need scare 
^ si5eciS.c inforoation for their planning ^an the statewide directufry 
orovides. Ifee local directory ifeS: contain szucJx of tiie inforraticsi 
to be foond ik the Central Cccnnnnity Sesoorce file yet it intend^ 
to be -a .jsarr of the systesa imich can be pT±hSshsd and circulated to 
teac5;ers rather rhan jusr jsaia tailed in a" central iocatJ^- In ssall 
disiLTicrs, this zay be a siir^le iisrxng. It rs suggested that the 



director-*- be arranged m snica the sasae vay>^as the statewide Evergreen. ."^T^V 
p^g^_i'.ev/^by occcpaticnal cluster with ^ alr^iabetical index, 
^^cL s3Daller, separate directory will 3x>t be as easy to ixdate as 
the central resource file brrt shauld^ be rcdate^ ^ reproduced 
periodically. Casera-^re^Sy jpasters for the basic format of the ^local,^^^ 
^^sscurce file -mclooed in t2>e Special H^ t e ri r^ ls section- ~ ^ ^ ^ 

Zx your- ^Kiiool or ciscricrt 'bss cot yet. procaoed a locaO. directory be 
to orcsride soias ki=^ of access ipr, teacfiers xo a. oeatral cr 



rA. cf t*>e-33DSt: irocrtz^ asiacts of tMs reso=r^ systen is 3i23drjg it 
Se=:ti -,- - ^ 5,>.«=t>e Perm's Gaiae ' 

carees: ea=K±3^ task S=r=e. is ertreneSsr be2?f3l » bs^ strrt=g a=- 
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. "^It fells .people who will be participating in your career .education 
• ictSlSes Jout, the program, what th^ir role is and how to effectively • 
• particSate in both in-school ahd workplace activities wh^n r^Kpiested- 

so Both pr«»gxam coordinators ahd teacherg should" Jec6n>e famlia^ 
with the- handbook . ' ^ 

b. 6rlentati\3n Woi^hops* 



* Idealli?^k fbr<» meFbers will help sponsor an orientation S"^ 
^ Their, assistance and attendance at an orientation sessioa can^prdvide 

i^rt for the- program and encouragei:fen.t to the other resource 
- ,peopte in^their questions and reactiOTS. ^ ^ ' ^ 

an evening c^ininity workshop for resource pec^le vmo W -recently 
^l^nteerld^STtticipata can be a good way to introduce these people, 
to your career,education crogran and of fer then a chance to. hfeve their 
■^tions answered about -condTJCtihg activities for students,- 



ft 



Durin5vthis\«&sh6D several teadiers night present aini-lessons on 
S resource pe?^ole'can taUc to. students C<-12) about their vorx, ha- 
« c;nduct a Ed trip {ez?>hasizing people and vh^t they, oo). or any 



tcoics related to your pre 



3iis session co-^ be k orofitl^le tire co .amplify si^gesticos presented 
^ sess^n fj^^^^^ ^ Person's Guide and stress bints for prfe?ara,^ca 



•^il2 the CCGJSg *^w>\ r^^w^^w^ — ' — - ^ , . _ 

tfcac beio resource -pecple (especially t£sse new .to ceaiing vi.i 

sradents) oaii coafidepce in ^ir abilities- Sole playing ana snail 
Lc^ discSsicas can soretixes' 'iie effective te«miq:^es_ oepenoing cn^ 
-S^ize and cc=oositicsM*f yorir grca?.. "iSheneyer pcssioi^ ^ ^ keep 
S ;iSerof.i>akicip^ts in eac5. «o^^ ss^l so <fhat eaon person 
^1 ^ve Snate.-artenrica.. Ailxi. ti^ for iafer^ .^^^^cn 
so r«cole can get ac^^ted ever cdffee or refresh=ents . • 



. fU F20ViCE T^lil^S FUR ItAOESS 
•Steie a^ se.e2^ ooin^ i= .tr>e,J5^^g prccess vc^ =^ to 



re£erE=oe scixxjl st^ sbcpid ie^ cn ^=eir oes^. ?o?r is 
-«scc=r=ss V2.;*i sreciric cacrecr e esra . r.. -r . gsais. 



2S 



purposes- of these activities are not clear, school requests will sooi> 
i lose credibility. 



b " Make svire teachers know how to use the system. If there is a central 
. file, do tsachers have accegs to it? If there is a local Evergreen^. 
• Pages- directory,, do teachers know it's avail able*? \ ' 

c. Encourage teachers to sliare ideas— particularly within buildings.. ^ 
■ There aie real advantages to coordinating the use of some resources. .^^^^ 

Two" outlines wkch follow irtclude some of the kinds of topics you' night want 
to consider covering- a^t teacher/in-service training sessions.. 



Training Teachers! in How to Use Conmunity Resources in. 
. Their. Curriculum 



conmunity resourced . r ^. * ^ ' 



l7 IDENTIFY GOALS 

a"' t,^.H»^ .T^nL ral (^strict/ ^^>^»ol regulations 

. . ■ ^g.! ^itcy on caree r education; .budget locations for 

- clx^e^ education, transportation, insurance, field trxps. . 

-- 'speakers, Clearance fox, controversxal^esources, 

4 iiidividual 'pudent trips-^into the canHunity) 

deoartnsnc or subject matter) _ ,.0- o- 

" 2 Snkll csouDS brainitora resc^^ses to tiie lis. o. 
- nresented under "HOW to Identiry Resources 

rr!-:;; ^a^her's Guide . -If oth.r pertinent ^-5^°^' 
• arise. dis^Ss^ th^ --•feen the ,^roTS>s ccris togeJie-^,^ 
exdiange! ideas 3 below) _ " 

i. Groups reconvene; «x^e lists, questions 

r^;r;s.-.^c..ses.stk.o.^veiop.iii^J^^ . 
resources, to r«st '^'^^^-^ J s-.^-^'ate aj:^ clarify 



ideas for ZB^±^rs* I4pe^ 



referej^ce . 



Tf^iie'-eri^'So a sisiJle «5e3onscraUcn of the fc^:r . 
^'^^Vnlaaiioard <or oa i^^rint o:: tr^e vail) vi^ 



^Z^jLS^^ belt: see ti^e less staitdara 



icxilars or variaricxis. 



^_ .^-b-*— , ar-eas: et-=c--=re=e treat ^ «r« 1 - 

s--~..e>-- — „v,4,=<— a=-eas in different vays 
treE ts rediscover, st^er s^Zf=^ — . 
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Training Teachers to Use the Cormiu^ity Resource 
Information -System 



\ 



After you have planned your approach ancfsystent you will^vfindv it 
helpful to have a training session with the teachers. Whether 
you use a training session- or* have other plans^ you will want to 
provide^the teachers with, a written list pf^hat will expected 
of them in using thk system. Sample item? you might want to. 
cover include — • , 



1. 
2. 
3. 

4. 
S. 
6, 



7. 



Techniques for resource gathering* the system will use 
How to initiate a resource reqvjest 
Teacher, responsibi'li ties within the system (e.g., 
evaluation reports) 

'Central information process _ ' . 

Accountability aspects of maintaining the system 
-Specific suggestions tor relating to resource people 
(using the Congamity Resource Person's Guide as a 
source book) 

When and iiow co use community resources 



PROVIDE FOR TEACHERS' REQUESTS FOR. USE OF RESOURCES 



C&e of the key factors in your progran desi^ will be. resolving th^ isste 
of hoic to orovide teachers with the resource infornation they need to use 
the systeal How will teachers find out wnat resources ' -ire available' to 
tliea? Hew will they actually reqxiest^the use of a specific resource?' *. 
Ew vxll use of a resource be evali^ted and recorded for future reference? 



Accessing the Infonraticm • * • ' 

T&achers need a^sx^ss to ts^ ioforsatica ixi the corral resource file. You 
viii have to detearaine how to proTs?l«^^t access* i^t ef fectiveiy* ^ T5iis 

•s^gfat be resolved h^' (a) proridixg^ tea<±ers %^th th^ own cxpies of your, 
local resource direct:ory— tfce local tl^^ergre^ Pages, (b) havisg a copy of 
tbe directory* for each buildirig, ^(c) devisiiag scos orocedures -wj;ereby 
tea<^ers actually lock throc?^ tife centr^ file to ca±n their ijiforzatlon 
or (d) lect^g tea=z:±ers ram, their reqi^ts c^srer to th^ cccacunity resource 

.coordinator, wto searches the c^tral file or directory for a resoarce 
tb^xeets tl^ teeS:±er's ?:«ejds» . " 



EMC- 



the z^escurfces ar.d 



CEce tieache^s have beer: giver* access to a list.ar'g o: 
ha^ ceter3S2jDed ticse ir^-v^iich t±ey are iriterested, tb&y viii zeed 
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aM' '^i'S-ilt;-'*" f that *e ^se S resoSces " carefully 
feSS^rr ::n.J:V :L?^«:»=e= a.^ net ' . 

^other'opt^on is 'to hav^ ^'^\lliZ:£^\'f/S7rc:nZt^^^ , 
Con«ia>lty Resource Coordinator at a "^^^^e parson and . 

contacts the resource peiMsgna 11 y. • ^ . • 

"Recording and Eva1uating;i^e50urce Use . 

•^i^ally you wili need to "determine procedures for ^^^^^^^^^^^'f ile °' 

-SLrrS-si^rrln^^^^^^^^^^^ 

^+.^^1 fiifi-? will there be a staif lasmber wnose reguicu. lau^ 
or centxai file.-' W3.xj. ui^j-c ^ nrncediires, the iirsx)rtant 

SSrS^ilf evSStrulaL^rL^^ aid that yo». . 

cen1:ral file is kep€ current. 

jT| DEVELOP FOLLOW-THROUGH ca«^HICATIO}lS 



aac^g the sucgestKHXS wnxcn =°i^<^'''/°^>'^^3^f ^^l/geod ideas. 
wil2v asterisks, seen essenti^ to cue ii-e anc nea-^a . ^ - ^ 

*1. cornninicaticxns ^tween teachers': 
' : csncrai resource file 

b. evaluati^ file * 

c. -> local resource _airectorr"02r listing 
Q. Inforsal^taik sessioiis 

e, in-service raining sessicas ^ 

BetweeiT^^achersr^and coordinators: 

!! Storing of central file page by ccxxrunxty reso«:9e 
cooroinator ' ^ , 

e* "cSSS^-:^?(ne.-si;tter a? irregular intervals) o£ 
S2^;>-nfe^^ frco vario'^ tea^ inputs to^ar^ 

Lteresi inagi^ticas a=c share esoecally ^ 
ideas *• / » 

ia-service tr&iaing sessicos ^ 
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school districts and funding soi«rces (when 
•i^te) ' ' ' ' ' • ; • - ' 

^^^^ sheet of site ,use-' (see form in Special Materials) 
representative copies (no more than 3) of central file 
pages on well-us^d sites 
c. news clips ^ letters of thanks or endorsement from 
satisfied or enthused red^oj^ce persons^ 

Between schools (or between districts, depen/iing on the 
. l4vel of yoiir prograjn) : ^ • . 

- a* bimonthly or quarterly report from program coordinator ^. 
---ori'^^e suits from program r to' increase ccxnmunication- so 
th^t 'over- straining of resoucpes is lessened 

5. Between schools and other large cominunity /resource users 
(^.g.. Scout group or 4-H Club using the same resource 

pool) : - . . ' 

a. loeetings between coordinators to avoid^straining 

resoiirces 

6. Between school and, consaunity- at- large: ^ ' ' • ' 
a. school-commijnity task force on career education . 

•b. newspaper, radio, TV public relatiOTS spots and articles , 
(maybe start your cwn coltiim in the newspaper?) 
* c. school open house/career night—displaying follow- 
through projects, video-tapes of speakers/field trips/ 
interviews in booths^ ^ few guest resource cfeople who 
are excited about the prograia, maybe an associative 
gaiae pointing out unusual career ideas. and/or ^ ^ 

associations ^ 
" d'. joint session with teachers and comrai'ty resources 



EVALUATE THE SYSTEM 



^qr- any systen to be ccatinuaily effective it sho^d be evaluated by 
ereryone' Involvedr^ -ceachers, students, ixx=unity resource people and 
oerscns responsible for adninisterinc or naintaijiing the systea. 

Criteria iyou caoht consider An reasuring faci* well the system works should 
ineluda ix>re than the mz:±er 6? pecp2e involved in various ways eacn oonth, 
tbocgh -^at infon^ation is good zo report in distric^^-newsletteass. OiaJber 
of Occraer^^ bulleti^'V labor newspapers and so.cn. 

Sere are scce subjective things to look for? , 

*m Are cusTri-culiza oatccoes being^ zet? « • ^ ^ 

• Are oecole satis ried? . ^ / . 
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Is the system responding quickly enou^<; . ; 

^ '•-Have we. encountered any unantici|ated 5~robTems?-~ - V 
' •■■ Are' costs within prescribed limits? ^ • • • • 

If your diUrict has P^rso;.s qualified to h^lp ^ .f^^ . 

LLtanp through proper SI srst^mTetifr-l^ot-^ ' 

Reraemfc^i? that the purpose of evaluation is to make the system oei* 

pirijpoi'nt blame. • . , ^ , . 

and file this information so that it gets used projSerly. ^ 

^. ■ . ' • " V- ■ 

' V - COMMUNITY RESOURCE_COORDINATOR SUMMARY CHECKLIST^ 

•Below is a sunraary of material presented in preceding p-^ges "for 'building . 
^iTlocal commSty resource systep. Use this^ checklist format to be ■ _ 
sure that you have covered' all the necessary steps. 

Coordinate Your Planning. ^ . * 

I etc'. - ; . 

n i^view all .eter^fels provided in this package so that you wiU be 
- ^ Smilia/with their use _an<i contents, giving -P^^^'tf 

^-^Te acher's Guide and the -ry^^unitv Resource Person's Guide.. 

n seek inout-froa teachers.. students. -^ents.and coiEiunity pei^^^ _ 
^. m^l^ a co=.unity/schooi task force fr^ th^ beginning if ^possinle. 

• r-l Plan' vopr resource .information systea. Acrive participation by ' your 
M I^oT-^up during the planning stages wiU ensure that /J)^ system . 

• . wSrSt the" needs of all involved: teachers, students, co^^iu^ity , 
. people, parents, .administrators and sffi)«>rt staff. ■ „^ ' ■ 

n 'Plan.-a training session or soue equivalent to J^ake sure the^^achers' 
^ I^TfLSSTJth the systen and wi.at- selected of ^^^^ Provide .a 

t ' written su=s:iary or list. ' _ _ 

. . ♦ _^ _ • 

Identic Your tesources J.. 

• n ir^lerent vx>ur svscen. ' Lcck a^ your schooi forbidden resources 
O SlrTteLa'to s^y the ca=.^ty. Ask ^aacners, st«:ants and _ 



parents for help.i\ Use the survey techniques you haive developed to 
•contact-organizations and if^&ividuals. Takfe a 'wa in your 
• neighbprhoc)d.' Use special dir,ectorie?. (Se^ detailed * suggestions 
in the" item on identifying re§onrc^s, p^ge 19.) 

Q Keep accurate records of contacts. Be as systematic as you j:an to 
avoid duplication^ of;i'effprt. » . \ \ ■ ' ' 

Publicize the beginning of'^youiL program in the me^ia. . Entourage 
interested potential resources to contact you for^more information. 

" " »''-'^,'- 
. - > ^.- 

- ^ ' ' *. ^ ^ . 

Using What You Have Found - * . _ ; ^ - 

fn" Arrange, for someohe (yourself, another staff persqn or students) to^ ^ 
transcribe the information you're receiving back from your inquiries 
onto format 'sheets for the central fil"^ (or into wrhatever other central 
information system you plan to use) . ^ 

ri Set' up your personal file system (index cards or jiotebook) to keep 
track of problems, interesting sidelights, etc I 

n Consider initiating a one-|lage periodic "Idea SHe^t^ to distribute -to 

teachers? share inf ojrmal:ion *o^i new s^tes, on exciting follow-through ' 

ideas and miscellaneous tips and Reminders that you -have' gleaned fijom ' 

the central iqg and other sources. » , - 



Follovy-Through 

Q Maintain contact with other coiiaa\?nity ^resource-us^g groups. 

Monitor use i-eveis of resources. When* a resc^iprceHDr site shows signs 
of overdose/ target simii^ ^irtds «»f ^esoiirc^^for development to ease 
the strain^ / ^M^' ^ 

[n (Xi a regular basis (joijitly "^determined by^^e CbmEShlty Resoiirce 

Coordinator^ %adfc3inistration, and funding •Accoimtability heeds) prepare 
a tally sheetr of resotirce use J Prepare appropriate; acccxapahying 
{ materials As needed (e.g^/ new^ clippings, letters of .endorsement 
/• frod enthusiastic resource i^ple}.'. ^ ^ % 



n Plan Dublic. relations activities with care to foster the nost positive 
'.cccsaunity/school relations possible. Wedi-planned public relations 
STOits in the cedia andra 6ev comun^^fer^^volveiaent^a,^ (which 
tJenselves should receive cov^ge) , coypled with^egular good relations 
• with ^teource. people, can go a long way 'toward garnering strong public^ 
sjjpport for education in general and yoijr pragran in particular. 

Evaliiate the whole process ^ »ake adjustments as needed. Plan ahead 
for core effective and extensive appr<iaches.^ 
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Framework for Effective School/ 
Cortimunlty Relilipns 



— "■ f ' • ' . . ■ V . • • ■ 

S • ' . . ' 

The. Vise of community resources in .caree/ education, caii be a catalyst for. 
bringing, sc"hools , communities clos^r^gether in a more mutually - . 
svppprtive way. - dommupity resource- persons ,• studepts , teachers and , 
administrators ^i 11 "inevitably get to know each other i^' -new ways. This 
increased cXjmmupication can contribute immfenseLy to positive school/ 
community relations. •■ . , , ^ , ' , 

.iin recruiting and using community^ resources, there must be formal and ^ 
'^informal channels through which communication and interaction "with the 
public is ke^t «pen and productive.^ planning an^ implementing this flow 
of communication is good community relations strategy for any school or • 

school system. , ■ v 

■•*'*""' 
Planning requires dialysis. of s^ev^ral qiifestions:' Who are the .various 
groups" and iiidividuals comprising the conmunity and how can schools -best s 
communicate witK 'them? How can 'school personnel infotm qiUzens and 
receive feedback from them. about school policy and. programs? 

. • > * • ' .» . 

Following are sone suggestions akd guidelines, for planning and facilitating 
an effective coiknunity re lati-ohs strategy related to the use of community,, 
• resources in career education. Many of th^se ideas- may already be p^ 
' of your-sc3iool Ictivities in consivinity relations. The Community Resource. 

Coordinator sho^ be aware of effort? i'n this area and complement and ^ 
'* strengthen them'--where possible. " , ^ . ^ 



WHO IS -THE WmMUMITY 



The ctenunity cart^e. defined' as . all people in an area who support, use 
or affect in some way^a school s^s^m. Whatever th^ size.-- lOP or 100,000 

• oeoole— a cocmuftity is made up of dif-ferent geograttiical and interest ■ . 

. '^oups. The ways a school conmunic^t^Si with e^.^ these groups may 
differ according to the grov5>'s si-^, purpose and nVed. In general, 
iaos£^chool 'communities should 'consider the following groups in their 
commimication •■ proces s : 



/ • • - all residents 
• / . - V ^ • < 

• . • .cosbuni^ leaders, and public of ficial^^ 




' - • ctubs; groups^ and organisations ' . 

• • parents and student^ 

• your, career education cornmunityresoT^ce persons 

■ • ■ your-schobl/community career education 'task force . ,, 

.ou .ay have diffe^nt ^--ns and pug^^^^ ^^er 
:.of «.ese groups, ^^.f^^^J;^^^^'^^^^^^ fonnally with ,^ 

rTa^;/ ™:S°a^^^^ thWo.t. the^y^ar • 

"\ " ■■■ WHY SHOULD -THE COMMUNITY BE INVOLVED? 



- ' ■ ^^TTOT-ai ooais in your communications with the 

You may.rtish to achieve several- goals m youx 

publi-c regarding career education.^ \^s|^.may include, ^ 

. keeping the community infomelS^ut the purpose* of ^^^^^^ 
-Sa^ion and how it is being i^lemented in the local schools 
* or school district ^ ^ 

' involving the communitfy in evaluating the career f^^^tion 
„ progS Ld/or assisting in curriculum development in^ti.% 

. '.involJ^g th'e comunity in par.tiaipatin^ in career education 
by. serving as consnunity resources . ^ 

. involving the community in solving' special schoo^/commuraty 
■ p^obllS or determining policy -regarding career education 

". seeing the public's 'suEOor^'in providing, financial resources ' 
-necessary to implement career education ; ' - • . 

HOH SHOULD THE COHMUHITY BE INVOLVED? ^ 

^ • and share infonaa'^oh either <xie-td-one or in- . 

People can ^^"^ ^"■'^'^^'^l^^ ^^^Z, Se^s limited time to interact with 
groups.- in a large ^ool syspm f^^^.J^,^^^ facilitated. 



M>llo\7in^ are some methods for personal and gto^p communication that 
^ggest how to involve different sectors of- the public in your sfchool's 
.- .dareer education -program^ \ .T * . i^• 

Community Workshops • 

An evening cbmmuiiity wo'Scfehop held several times a year -can be an excellent 
way for"^ schools, to- invite interested residents and leaders from the locdl 
. community to work with the school staiff in planning and evaluating the 
Xs^c^oi career- education programj^ . ' ^ ^ 

The workshop agen<Ja should include interactive wrking sessions in small 
^and large group/, not just speeches and presentations'. Questions Should 

be carefully prdjRared^for group discussion and feedback to give/^the s.chool 
"staff *use^ful info^si4*^o?> concerning. what the conrounity thinks ^d feels 

about the school pjpogram. - ' , 



A typidal workshop format on career education ^may look something like 
this : ' . ^ \ 



V 



7:30 pm ^- WELCOME 
« c * " 

' *- Introduc£iori*to purpose of the meeting 

8:40 • c P^RESENTATION 

A presentaticHX might include 3- brief , 
^ overview of the career educaticxi program- • 

Slides, transparencies, graphs, maps or 
other audiovisual aids could be- used to make, 
i - ^ ^ the presentation interesting and . 

informative." Information sheets or • 
newsletters couid be handed out> ' 

9. 00 ff GPOUP biSCUSSION 

_ Grovps of seven--eight people coiiLd be fqr^d 

^ . around tables. Each group should include 
' ' bot^ educa tots* and consaunity p^ple ta allow*- ^ 

for maximunl in traction • {Tabl^ can be set 
' _ _ up^ ahpad of time arid used as the seating 

^ arrangeraent for <^e> workshop liTstead. of the -^^ 

• y fbnaal the^lire^styie arrangessent ^ which ^ 

^^oftenrinhibits infoxiaal c<52tatinication .) 

Each participant reWives -a group discussion 
^— guide with' a series pf prepared questions ^ 

^ • \ _ ^ f (continued) 
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3b. 



35 , 



A 

1 ' 



♦9:15 



if' 



{fiKerally no more than f6ur questions) • 
Each group chooses a recorder to list the 
results of their discussion • Each group 
could be asked to prioritize responses or 
ideas to determine \^hich responses, the 
group agrees are "the most important- . > 

FEEDBACK PROM GROUPS \- ^ 

At the cftose of the <iXoM^ 4scussions, gEo\ap 
recorders give* brief sununaiy reports to the 
whole workshop of thfir groups' ideas or 
responses to'- question^. , A written record 
of these - responses should be ^l.^^gin to the 
meeting "Sponsor to be documented ,aJid used 7 
by the school, in t)lanning or ,ev;aiuating the 
career education<»program-. ,^ • •' . 



9:30 



Il^bl-V3M3UAL QUESTIONNAIRE 



.9:40- 



A short ques-tiorpaire could be prepared and 
cSmpleted by eacti participant to gain the 
thoughts Snd opinions of each indyidual at 
the workshop. * v. ' 

SUMMARY AND%U>JOURNMENT 

The workshops moderator summarizes the 
inforjiation pr9duced during' the workshop 
and reports to the group how this 
inform^trbn^wilt be used-and reported after 
the workshop. Ihe formal ^losing of the 
;session dould be followed .by informal. • 
discussion and refresiunents. 



. ^^^^^^^^^ 

evaluate ideas . and^determine 'i''f^^^°^2SZJs^,s a process; the' 
for.many different situati€>ns. ^This format , suggests a prp_ , 
latent of the tteeting would dep^nd'on each situatxorB. , . - 



Orientation Workshop for &)niniunity Resourc^^ , -/^ , , 

'^J^SscussiSs and group and individual feedback. ^ 
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Ah orientation workshop pould partioularly productive for newly ^ 
recruited coimnunityfxesdferces . ; This, would give these volunteer -adults 
an opportunity to meet esapfhers" an<J other school personnel, and receive 
guidance concerning .^jpw^they can be affective resources for students^ 
either in the classropm^or at their -workpl^ces^. ' - ' ' , ' . 

«rije Co.mmunity Besource Person ^s Guide "could 'be introduced and reviewed 
duiro^ng this session, S presentation could .be ^^made about. the differeiit-^ 
.ways re source,. per soixs:/may be a^ked to share their 'career, exgeriei^ces with 
students.' Special procedures regulations for students visiting 
workplaces /in' the. community cQuld be, ^reviewed and discussed with inpu^ 
from community re^som^^e people* 



'^ifeachers and resource .persons could form discussion'-grpi^s , (possibly by 
caxeepw clusters) "and share .information about learning activity ideas in 

^ _ i-ti.^' ^o^w-; X>i-^4- T.»^v'"b-e?K£a£i+-c n n /r*! nf?«3fi«> ^ n-<- this 



each career krea/, mavb|j^^^jusini^ the $ubje*ct .worksheets in 
package of -matei^al^tf^y^^ -> ' • ^ v. A • 



School /Community Task .Fo^ce^pn Career Education ' - ;^ . . ' 

This handbook- h^already suggested, the ^ formation of; a- sohool/community-^ 
task force on ^^lar^r Education, >parfciculariV for Vthe .t)urpc^se of helping , 
to bxiild and maintAn the community* resource inflfe:nation systetn, ' This ^ 
task vforce can' p^vSde' a continuous and consistent communication link- 
between schools and me community. ^ . - . * '\ ^ ^ \ 

Task forces or advrsoW committees are popular, ways to'^involve the ^ 
community, biit they. ca^,becon^ burdensome ov frustrating ^experiences 
either to their members^pr 'to thel agency t^y serye . , This can usually . 
.be avoided by careful plaining and management regarding^ four .aspects of 
tasjc force organization: *\definition .of *>he 'task'force^role and 
-responsibilities,. irtembersfii^ selection,^ staffing and^meeting airrangements 
and lise. of task force results.^ Task f6rce meetings could be conducted.^- 
using a sim4.1ar^ format to that described ^'on page 3'S\ . ' ]- 

' ' • ■/ • ) ' . 

I^ble and Responsibilities - " . ' ^ - 

A list; of fiv^ possible roles for a career education task force>,are 
suggested %page 15 of this handbook. ^Many task, forces have failed for, 
'lade of -a cl^ar 'definition of purpose or role. A.schodl should , care fuUy 
Consider and put "in writing wfiy they are^ formin^g such a group and what 
they exp^ct^o achieve throiigh its efforts:. \; ' • 

* ,» ' ' ' ' 

For iristance,lif -you assign, a task .force the role of • "assisting the school 
in developin^iand implementing a community resource system,.'" .the next step 
would, be „to"'Sete'rmine s^)ecific r^spon?ibilities for members of the fcasjt - 
force. You might ask each member to-i%^ build •a list of names and, 
addresses of locai employers to be used in the recruitment of comrauriity 
•resources-, §nd/or''you may also ask this task force to sponsor speciaQ 
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